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WASHOE COUNTY SCHOOL DISTRICT

Hazard Communication (HAZCOM)  
(SAF-P011) 


1.0 SCOPE:  

1.1 This procedure describes the process in which the Risk Management Office implements the Hazardous Communication (HAZCOM) Program in the Washoe County School District.  
2.0 RESPONSIBILITY:  

2.1 Risk Manager
3.0 APPROVAL AUTHORITY:

3.1 District Safety Officer
4.0 DEFINITIONS:   
4.1  Not all definitions listed below appear in this procedure.  However, they may be referenced to define terms found in chemical specific Safety Data Sheet - SDS(s) that are found in the District departments and academic facilities.

4.2  Area/Department/Facility/Shop/School-Class SDS Coordinator:  Employee in an area, department, facility, shop, school, class or organizational entity that is responsible for ensuring SDS are current for each product/chemical used in that facility, both on file in the SDS binder and on line at http://washoe-nv.safeschoolssds.com. Additional requirements are outlined in paragraph 5.0 of this procedure.  The following are the SDS Coordinators in the District:  (see page 2 of this document):
	AREA/DEPARTMENT
	SDS COORDINATOR
	LOCATION

	1.  Facility Management
	Maintenance Operations 
	Huffaker

	
	Custodial (HS, MS, ES and Support Sites) – Lead Cindy Crump
 Zone Housekeeping Operations Field Supervisors – SDS Assistants
	Huffaker

	
	Custodial Annex Supply Keith Church
	Edison Warehouse

	
	
	

	2. Main Warehouse
	Supervisor, Julie Boyd
	ADM. BLDG

	
	
	

	3. Academics 
	Principals 
	Offices, General Classrooms, Photo Lab, Art Dept., Nurse/Clinical Aid Station.

	
	
	

	4. Print Shop
	Supervisor, Donald Judd
	Print Shop

	
	
	

	5. Transportation (All three Bus Yards)
	Parts Clerk, 
Bernadette Kaye-Muao
	Getto, Central Bus Yard

	
	
	

	6. HS/MS Science Classes
	Science Coordinator, Kelly Cannon
	Edison Building

	7. HS Career Technology Education 
	HS Career Technology Education  Coordinator, 
Mike Pointer
	Edison Building

	
	
	

	8. Nutrition Services
	Supervisor – Scott Schelb
Custodial Dave Haver
	Nutrition Service Center

	
	
	

	
	
	

	
	
	


4.3 Chemical:  Any element, chemical compound or mixture of elements and/or compounds
4.4 CHEMTREC: Chemical Transportation Emergency Center; a national center established to relay pertinent information concerning specific chemicals on request. Toll free 24-hour telephone number is 1-800-424-9300.

4.5 Container with hazardous chemicals:  Any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage tank, or the like that contains a hazardous chemical.  For purposes of this section, pipes or piping systems, and engines, fuel tanks, or other operating systems in a vehicle, are not considered to be containers. 

4.6 Distributor:  A business, other than a chemical manufacturer or importer, which supplies hazardous chemicals to other distributors or to employers
4.7 Flammable:  Flammable liquid means a liquid having a flash point of not more than 93 °C (199.4°C), as defined by GHS. Always refer to the SDS of the chemical, whether it is a gas, aerosol, liquid, or solid, to determine its flammability.

4.8 Hazardous Chemical:  Any chemical which is a physical hazard or a health hazard, as defined by its’ SDS.

4.9 Hazard Warning:  Any words, pictures, symbols, or combination thereof appearing on a label or other appropriate form of warning which convey the specific physical and health hazard(s), including target organ effects, of the chemical(s) in the container(s).  (See the definitions for “physical hazard” and “health hazard” to determine the hazards, which must be covered).
4.10   Health Hazard:  A chemical for which there is statistically significant evidence based on at least one study conducted in accordance with established scientific principles that acute or chronic health effects may occur in exposed employees.  See Appendices A and B to 1910.1200 for further information and determination.
4.11   Immediate Use:  The hazardous chemical will be under the control of and used only by the person who transfers it from a labeled container and only within the work shift in which it was transferred.

4.12   Incompatible: Materials, which could cause dangerous reactions from direct contact with one another, are described as incompatible.

4.13  Safety Data Sheet (SDS):  Printed material concerning a hazardous chemical.  See the SDS section of this program for further information.
4.14   Physical Hazard:  A chemical for which there is scientifically valid evidence that it is a combustible liquid, a compressed gas, explosive, flammable, an oxidizer, pyrophoric, unstable (reactive) or water-reactive.
4.15  Global Harmonized System of Classifiication and Labelling of Chemicals (GHS):  A worldwide initiative to promote standard criteria for classifying chemicals according to their health, physical, and environmental hazards.
4.16  Pictograms:  GHS mandated pictures that will be used on labels to alert users of the chemical hazards to which they may be exposed. Each pictogram consists of a symbol on a white background framed within a red border and represents a distinct hazard(s). 
5.0 PROCEDURE:  

5.1 The following area/departments/facility/shops/school-class SDS Coordinator shall keep at their area of responsibility an inventory list for the hazardous materials used or handled by the employees, the corresponding SDS, and this procedure in their SDS binder.  The District’s SDS on-line program (http://washoe-nv.safeschoolssds.com) shall also be accessible and made known to all the employees at the work site:

5.1.1 Capital Projects Department

5.1.2 Facilities Management Department
5.1.2.1  Annex Supply

5.1.2.2 Carpentry Shop

5.1.2.3 Electrical Shop
5.1.2.4 Equipment Repair Shop
5.1.2.5 Housekeeping

5.1.2.5.1 Custodial Crews at the ES/MS/HS/other sites.
5.1.2.5.2 Maintenance/Grounds Crew at the ES/MS/HS/.

5.1.2.6 Heating, Ventilation & Air Conditioning (HVAC) Shop
5.1.2.7 Mobile Grounds Shop
5.1.2.8 Main Warehouse
5.1.2.9 Paint Shop

5.1.2.10 Plumber Shop

5.1.3 Information Technology

5.1.4 Print Shop

5.1.5 Nutrition Services Department

5.1.6  Schools

5.1.6.1 General Classrooms – SDS Binder located at Front Office

5.1.6.2 Industrial Trade Classes

5.1.6.3  Arts Classes
5.1.6.4 Science
5.1.6.5 Nutrition
5.1.7 Transportation Department
5.1.7.1 North Bus Yard

5.1.7.2 Central Bus Yard 

5.1.7.3 South Bus Yard
5.1.8 Student Health Services

5.1.9 All other areas/facilities/departments that may use chemicals and will be affected by this procedure.
5.2 A master inventory list of all hazardous materials and their SDS Sheets shall be kept and maintained by the Safety Officer in the Risk Management Office using the following web site:  http://washoe-nv.safeschoolssds.com
5.3 Any person ordering or purchasing products containing hazardous materials with a P-Card, personal monies, school or department funds, shall be responsible for adhering to all aspects of this procedure.  This includes obtaining an SDS, labeling, training of affected personnel, and forwarding to the Safety Officer in the Risk Management Office the SDS for approval per 5.6 below.
5.4 When purchasing products through purchase orders, each purchase order shall have instructions requiring the vendor to provide the appropriate SDS upon delivery.

5.5 The Facility Management Warehouse and Nutrition Services Warehouse shall not distribute any product containing hazardous materials that is missing its label or other form of identification, or does not have a SDS until the SDS is on file at the site and in the database (washoe-nv.safeschoolssds.com).

5.6 If a new product is to be used, the requester must have a written clearance from the Safety Officer, Risk Management Office using SAF-F020, Chemical Review Form.  If a new product is not delivered by the Warehouse or Nutrition Services Warehouse the site administrator or department head (or designee) shall not allow use to the product until an approved SAF-F020, Chemical Review Form is completed. 
5.7 At no time will any Education Collaborative Warehouse Employee accept any product or chemical as a donation without the approval of the Safety Officer.
5.8 The site administrator or department head or designee will ensure all employees are informed of the contents of the Hazard Communication Standard.  Hazards of all chemicals purchased, used and maintained are evaluated, and all information concerning their hazards is communicated to all affected employees.  This includes safe handling and protective measures to take for these chemicals.
5.9 Teachers and students are allowed to bring products used for residential use without a SDS, i.e. Wet One wipes, disinfectant wipes, etc.
5.10 Safety Data Sheets (SDS) must be sent to the Risk Management Office to be reviewed by the Safety Officer using the HAZCOM Form 20 - Chemical Review Form.
5.10.1 SDS for all hazardous chemicals to which employees may be exposed must be kept at the site, where the chemicals are used and in an area where all employees can access the information.

5.10.2 If there is a change in a product, the Department SDS Coordinator must submit the replacement SDS attached with SAF-F020, Chemical Review Form to the Safety Officer, in the Risk Management Office for review.

5.10.3 If no SDS is provided by the supplier, the SDS Coordinator will submit a request for SDS to the supplier.  If there is no response, submit a second request two days after the original request.  In the event a new SDS has not been sent, the individual will phone the chemical manufacturer, supplier or distributor.  If an SDS cannot be obtained for a chemical, it must be removed from the District site as soon as practical by contacting Regulated Systems and Assessment at 851-5675 per ENV-P001.
5.10.4 If the chemical distributor and/or manufacturer reports that the SDS has not been revised, then the current SDS on site will remain in use.

5.10.5 All departments must conduct an annual review of the chemicals used on-site and that the SDS are present for each chemical is required.  This should be done in October – December of each year using SAF-F021 Annual Chemical Inventory Form, and submitted to the Safety Officer, Risk Management Office by the first week of January.
5.10.5.1 Annual chemical Inventories shall be maintained on file for 30 years by the SDS Coordinator, or other departments representative or key designated employee, that  maintains the SDS binders at each site depending on the location (see Para 5.1) 
5.10.6 Area/Department/Facility/Shop/School-Class SDS Coordinator must maintain a file of obsolete SDS information using SAF-F022 Obsolete SDS Form.
5.10.7 Obsolete SDS must be maintained on file for a period of not less than 30 years, by the SDS Coordinator and Safety Officer in the Risk Management Office.  Sites are encouraged to keep their obsolete SDS on file as well.

5.11 Container Labeling
5.11.1   Each site administrator or department head and  (or designee) will verify that all containers located in their area are labeled, tagged or marked with the following information (see quick card www.osha.gov/dsg/hazcom/index.html):

5.11.1.1 Product/chemical identifier.
5.11.1.2 Signal words.
5.11.1.3 Hazard statement.

5.11.1.4 Hazard pictogram.

5.11.1.5 Precautionary statements.

5.11.1.6 Supplier identifier. 
5.11.1.7 Site administrators and department heads or their designees will ensure the labels remain on all the containers.

5.11.2 All container labels must be legible. Site administrators, department heads, or their designees will ensure labels on incoming containers of hazardous chemicals must are not removed or defaced at any time unless the in-house labeling system (GHS) is immediately utilized.  Exceptions to the in-house container labeling requirement include:
5.11.2.1 Portable containers which hold hazardous chemicals intended for the immediate use by the employee (who transferred the chemical from the original container), and is under the complete control of that employee at all times (i.e. a cleaning chemical added to a mop bucket for immediate usage during cleaning).

5.11.2.2 Any pesticide as defined in the Federal Insecticide, Fungicide and Rodenticide Act, when subject to the labeling requirements of that Act and labeling regulations issued under the Act by the Environmental Protection Agency (EPA).
5.12 Non-routine tasks are defined as tasks, which are scheduled less than annually using hazardous materials not previously covered in the training program.  Prior to starting a non-routine task, employees will complete SAF-F023 Safety Procedure for Hazardous Non-Routine Tasks.
5.13  Training will include the requirements of this program and of the Hazard Communication Standard, 29 CFR 1910.1200.
5.13.1 Initial training for employees will occur prior to starting work. Each applicable employee must attend a new employee safety orientation and or complete the computer web based health and safety training, Safeschools.  Prior to starting work, new employees will also be trained at their work site using SAF-F024 Site Specific Training Form.  The employees supervisor or SDS coordinator will provide the following information:
5.13.1.1 The location and availability of 29 CFR 1910.1200, the written HAZCOM Program, (including the required lists of hazardous chemical) and the location of the SDS on Safeschools website– http://washoe-nv.safeschoolssds.com.
5.13.1.2 Methods and observations that may be used to detect the presence or release of a hazardous chemical in the work area (i.e. facility monitoring, visual appearance or odor of hazardous chemicals when released, etc.).
5.13.1.3 The physical and health hazards of the chemical in the employee’s work area.

5.13.1.4 The measure employees may take to protect themselves from these hazards including appropriate work practices, safe handling procedures, emergency procedures, and the use of appropriate personal protective equipment (PPE).

5.13.1.5 The details of the HAZCOM Program including explanation of the GHS labeling system, the SDS 16 sections and how employees can obtain and use the appropriate hazard information.
5.13.1.6 The following information shall be given to each employee at the New  Employee Orientation Meeting:
5.13.1.6.1.1 A HAZCOM Safeschools on line training.
5.13.1.6.1.2 Overview  of OSHA – HAZCOM Standard

5.13.1.6.1.3 How to read a SDS.

5.13.1.6.1.4 What must be on a SDS
5.13.1.6.1.5 Labeling of containers.

5.13.1.6.1.6 The Safeschools website to the District’s SDS Binders.

5.13.2   All new Industrial Arts & Crafts, Printing, Photography, Home Economics teachers shall also receive additional training (see SAF-F024, 025) from their department head or designee along with Safechools on line training program, consisting of the following:
5.13.2.1 Review of SDS used in the work area.

5.13.2.2 How to read warning labels on supplies and in house containers, and what must be on the label.

5.13.2.3 Review of the District’s Hazardous Communication Program.
5.13.2.4 Physical and health hazards of the products containing hazardous materials used in the employee’s specific work area.

5.13.2.5 How to isolate a spill and take appropriate action.

5.13.2.6 How to use the products as directed by the manufacturer’s instructions.

5.13.3   Departments using contractors shall provide the contractors’ employees’ access to the SDS binders at the work site.  Outside contractors and their employees shall be required to abide by all facility safety rules.

5.13.4 The SDS of any potentially hazardous materials proposed for use by an outside agent or contractor shall be obtained by the department, which authorized the work and reviewed before the work starts.  The Safety Officer, Risk Management Office shall review the SDS for projects, which are up for bid before the work activity starts.  Appropriate action and coordination will be taken to protect District employees.

5.13.5 The site administrator or department head is responsible for assuring that the requirements of the District’s Hazard Communication Program are maintained with assistance and direction from the Risk Management Office.  
6.0 ASSOCIATED DOCUMENTS:  
6.1 29 CFR 1910.1200, Appendices A – E to 1910.1200
6.2 NRS 393.105
6.3 SAF-F020 WCSD Chemical Review Form
6.4 SAF-F021 WCSD Annual Chemical Inventory Form

6.5 SAF-F022 WCSD Obsolete SDS Form

6.6 SAF-F023 Safety Procedure for Hazardous Non-Routine Tasks
6.7 SAF-FO24 Site Specific Training Form
6.8 SAFD-F025 Site Specific Training Roster

6.9 ENV-P001 Hazardous Waste Disposal Procedure
7.0 RECORD RETENTION TABLE:

	Identification
	Storage
	Retention
	Disposition
	Protection

	29 CFR 1910.1200
	Electronic
	Permanent
	Permanent
	Locked Office

	SAF-F020 Chemical Review Form
	Electronic
	Until revised
	Discard as desired
	Locked Office

	SAF-F021, Annual Chemical Inventory
	Electronic
	Annually
	Keep on file for five years, discard afterwards
	Locked Office

	SAF-F022, Obsolete SDS Form
	Electronic
	Annually
	Keep on file for 30 years, discard afterwards.
	Locked Office

	SAF-F023,
	Electronic
	Annually
	Keep on file annually discard afterwards.
	Locked Office

	SAF-F024
	Electronic
	Annually
	Keep on file annually, discard afterwards.
	Locked Office

	SAF-F025
	Electronic
	Annually
	Keep on file annually, discard afterwards
	Locked Office


8.0 REVISION HISTORY:

	Date:
	Rev.
	Description of Revision:

	02/24/06
	A
	1st Draft

	
	
	

	
	
	


***End of procedure***   
The online version of this procedure is official.  Therefore, all printed versions of this document are unofficial copies.








                    (Approval signature on file)


______________________________________     _____________________


Signature                                                          Date
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